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‘28 MAY 1951
Chief, Kecords Management Staff

Records Analyst, RMS

Records Maintensncs and Working Procedures of the Bedge Office,
Office of Sscurity

1. Problem
2. To imporve the processing proceduras for the issuance of
Agency Bullding Passes and Credentials,

b. To improve the msintensnce of Bde files relsted to the
: wrepuretion and fssmance of Agency Building Passes and
Credentisls. :

€. To select filing equizment most appropriste to house the
Bodge flles in the New Agency Building.

2. Facts Besring on the Problem

a. The Office of Security requested Records Manngement Staff
to asaist with the procurement of an Elevetor FPile to
house the Badge Pile.

b. Bix types of Filing equiprent were compared and the remlts
forwarded to the Office of Security along with the
Buggastion that the badging systen be revieved for possidbie
improvement to the system.

d. The OPfice of Security, Badgs Office, yroposes to bring all
docussnts relating to the issuance of sach Bullding Pase or

3. Assumption

That rephotographing of Agency employees and changing photogy
in bullding pesses and credentials from black nn&k shiite to cclm?aﬁ
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L. Discussion

a. 'The Badge Office imsues, in addition to the Building Pass,
ten cthar permits,; passes and credantiale vhich incliudas
Cover Idsntifications for the Central Cover Division of
DD/P. These credentiale are issued to Staff employess,
Staff Agents,; Guards, GSA labor and Cher Forea Ferscnnel,
Commercial Vendors and Visiting Dignitaries.

b. ¥Yew emgployees reyorting for duty are classilied Into two
entegories for ECOD processing purposes;)

1. Cleriesal Personnel ¥ho report to the Balge Office
in groups and are processed by the production line
techniqus.

2. Professional Personnel vho report isdividuslly to
the Badge Office urd are normlly yrocessed and glven a
Bullding Pass immsdistely. Processing by the Badge OfTive
inclndes being photograyhed for the pess or credential,
being finger printed, recelving = secarity indoctrination,
and Bigning a secrecy sgreement.

¢. Processing of Clerical Personnel was found to be grestly
accalerated due to & time element couded by the fact thal
the Badge Office must do the complets processing from
1 - 5 PM on Monday of each week. This time elsment rewains
the ssme regardiess of mumber of personnel to be processed.

d. Hew persorpel are reguived to f11l1 out forse upon arrival
at the Badge 0ffice and are dlrscted to s resding room to
read the Security Regulntions. During this resding period,
they are laterrupted on an aversge of 3 times to be
hotograzhed, Tinger printed and for indoctrinetion lectures.
Their comprehension of regulation content is unlcmibiedly
affected by these interruptions.

@. FProcessing of clerical personnel reguires all menbers
of the Badge Offics %o participste. In addition, two
Photographers from the Printing Servicas Division, who
do the actual photography work, ssslist with the processing
of new employees. Frocessing could be substantlally
speaded up by the sdlition of ancther finger print table.

An amslysis of the procehwrzs and file maintenance
systens in the Badge Office inlicates that filing end
Sinding materisl is not the major problem. The main
problem is thet of officient hendling of persommnel who
report to the office to be badged. The main file problenm
is being solved by the office. Thelr proposal of bringing
individus] files together in a single peckage limites most
file mearchas to one file series.
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f.

a.

Approved For Release 005[17

Avproximately T5% of the time of the three porsons in
the office is consumed by services to the custorer as
opposed to filing. Normally, one individusl does not
process a case in ita entirety, but only comgletes 2
cextain portion of the rocessing ¢ycle., This method of
rocassing is »nost sypropriste and is enhanced by esch
individual being capable of performing more than = single
task. Versatility iz a reguirement in the office since
work volume fluctusntes and esch emgloyse camot be
aasigned to a glven task that requires s full eight hour
day.

Due 4o the type of sarvice performed end the unpredictable
work volume, an elevntor file requested by the office
would not hinder profuction or customer service o sny
appraciable axtent. An elevator file would also not help
the offfice to give bettar or faster service but woald
merely serve as & file storsge unit. Supply Division, Offfice
of Logistics had a surplus elevator file which the offies
agread to uss on s trial basis, This file, however would
not hold an apprecisble volume of the file. The cost of
mrocuring  new trays for the unit also made the trisl
applivetion wmabtractive.

Current plans sre that colored jhotographs will be placeil
in the O0fficial Personne) Poller and the Security Case Fille.
Additional black and vhite rhotographs will also be mde
available to Support elements of DD/P and Administreative
Offices of the DD/I and DD/S Areas. The Office of Personnel
obtained specifications and jrice estimates fyom looal
Office Bupply Representatives on a photo holding device into
whiich the photo will be pliced for housing within the eana
filen.

The formal issusnce of = credentisl tskes pluce when the
individual concsrned receipts for the crelsntial on an

IBM card. This receipt is then filed alphabetically by
namm. The receipt is not cancelled when the credentiasl is
turnad in for temporary storage by the Badge Office, howrver,
the individusls pums ix delated from the mgister of
"Cradantial Holders” when departing Heasdguarters for zn
overseas assigoment. when the eredsntial is returnsd to the
employee & new receipt is not required.

The IBM Card vhich is the Official record of credantials
issued is not prepured for all types of credentiales. They
ara prepared, however, on 2 msjority of the credantizls
issued. The IBM Card theoreticslly serves two purposes;

z. That of an official record and receiyt of cradentials
iesued, and b. a record of sscurity viclations which ere
recorded on the back of the cards. The fact that sseurity
vioclation information is recorded here engapges badge office
personnsl in this sctivity which is not functiomnlly ner

organizations a vesyonsibility of the office
%-ZL .IA-RDP70- 00211R000800120046 9
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Copciusions
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4.

f.

The processing of nev enmployses as well as dsily office
roubtine can be improved by rescheduling work activitias
ard mking better use of ths profuction lins technigue.

A stendard Credentis]l Request Form can be uscd as
suthority tc preyere and issue all types of credentisls.

Agency Employees should be required %o recaipt for

credentials each time they are issued to them and should
not contimie to be chavged for a given eredential vhen
it is not in possession of the seployse.

The need for photograyhs by Agency Operating Officials
15 more applicabls to Support elemsnts of ths ID/P,

The Badge Office has no functionsl or organizatiomal
responeibility for security viclations of othsr Agency
enployees.

Piling equipment best sulted to the Badge Flle is the
IBM Card Cabinet. This concliusion is bazsad on wnit cost,
unit cspacity, floor spacs requirements, and the Filing
situntion.

Aaw

Lo

Thet the proposed processing yrocedure for issuing
ullding passes to nev Agency saployees be pul lnto
effect together with a new tixe schedule to sllow the
Badge Office more time for processing. (See Attachment A
ard Exhibit 1.)

Tant a single Credential Request Form becoms the Bedge
office Record of Credantials issued, that 1t be used as
suthority to re-issus credentisls to persommel retwrning
from overssas, and that it be filsd in the B:dge Pile in
lieu of the IBM Cord. {(See Attachment B.) ~

That all exployses be reguired to receipt foxr ovedentials
esch time 2 credential is cbisined, that the receipt be
cancalled vhen the credentisl is returned, snf thati an
irdividusl name not be deleted from ths Register of Bedgn
holders upon the ocouranee of an overssas assignment.
{See Attachment C.)

SORET

«mhm
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4.

That the Office of Personpel be reqguired to substantiste
their requiremsnts of employse rhotograghs in writing to
the Office of Security and ths Bafge Office continve to
supply black and white yhotographe to the ID/P Bupport
eth;mnts on an individunl request dasis. (See Attachment
.

That the Recording of Security Violations on the Badge
Tile Card be diseontimed and facilities for mking
violations a matter of record be established in the
fecurity Records Division. (See Attachment E).

That sach enployee Badge Ruvelope be ideutified by mesns
Mammamummgaswm
@‘b Lcatioc }mansara card inserted in the envelope.

\thcﬂw:;mmﬁ:otas&g Tg.gwebe

deposited as a vital record. (See
m%@e@n ta?a@mamnmmmcammzw» .

Annexas;

Tzb A - Provessing Procadures and Work Flow

b B - Credantisl Requasts

Tab ¢ - Receipting for Credantiale

Tab D -« Photograghs for Case Flles

Tsh B « Recording Security Vielztions

Taly ¥ - Identificetion of Employee Badgs Envelope
Tab G - Vital Materisls

Tab H « Filing Equipment

Tub I - EXHIBIT 1 ~ Present end Proposed Badging Prucedures
Teh J ~ BEXHIBIT 2 ~ Cradential Request Form

Tab X ~ EXHIBIT 3 - Equipsent Comparison
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e The attached revised EOD processing yrocedure proposes that the

Interim Assigusent Section, Office of Persommel, schedule processing
activities to engage nev ewployees for the full & howrs of the first
day on duty. This would inclule completiom of the Crefdential Request
Forn to be subsequently presented to the Badge Office. New ewployees
would then report to the Badge Office in the morning of the second day
and could proceed fmmediately with the normal processing as opposed to
taking time to complete several forms after arriving st the Badge
office.

The revised procedure would allow mev employees uninterrupted
time to resd and ebsord Security Regulations and aid the badging prove-
durs by increased elficlency in the production iine technique. The
revised procedure also would elimimate the nacessity of preparing dupli-
cate IBM Cards vhiech 1s now done o provide ithe Machine Recowils Division
with a card for preparing the listing of Agency Badge Holders.

Discussions with Badge Office Persomnel resulted in no svidence
that a new employee wust reaed the Sscurity Regulations, be Partographed
for a Bullding Pass and be Finger Printed on the first day om duty.
There 18 reason to believe that reading Security Regulstions the second
day may have werit in that the apirehension ceused by a new judb will
hove moderated by the secomd day, thus enabling the employes o coupre-
hond meee fully Regulation content.

PR LI
3T
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SECRET

ATTACHMENT B

The Bedging System ineludes in addition to Building pa
following credentinls which say be issued to Agency and m:.&'gm?
peracnnel.,

‘@. BSpeelal Priviledge Becurity Pass
(bi mfdim P&'ﬂ
« Ce  Combach C"m&ential
-84+ Tewporary Contast Credential
2. Contsct Credential Tn Allas
i+ Buployee Identificetion Card
u» Courier Credential snd Fire Arma
h. 0GBA Brdges
1. Security Safe Techuieian Badge
J« Cover Identification

jzwtifm'bioa and memorandun content, length of the justificetion varies
from

dentinls and systems yose problems to Badge Office Pearecrmel wvhen an in-
dividual returns to piek-up the finished rroduct, Host individuals through
hebit and ignorance vefer to credentisls as budpes. The question presented
to the Badge Office explicyee, is then, wvhat type of credential is requested.
Several vaguely velated questions may be necesgary as a security con.
scientious employoe will not sk if the credentiel is & cover type since
the requestor may not be an Agency euployee. If the Badige Off'ice cperated
on & striet name bagis the problen would be less Prevelant.

An edded precaution would be the standardization of data on a Cre-

Qentlel Request Forw which could be used for wost of the different types
of eredentials fssusd., A Proposed request form 1s attached as EXBIBIT 2.

from vhich the IBM cards and listings are ultimately Prevered, and used
with the proposed scheduling syastem will speéd-up procesaing of E0D's by

The Badge Office provides a sexrvice and is rrimerily concerned with
date needed to prepere s erodential as opposed to the Justification for

2D05H 1] : -RDP70-00211R000800120046-9
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a

The standard eredential reguest vill replsce r duplicste copy
of the IBM card vhich is now prepered for the Badge Office by the "K"
Butlding Printing Plant. All data needed to process an swployee will
ke entered on s single card ms opposed to seversl that are now used;
i.0. a 5" x B" Credential Request, en unmubered FPhyeical Description
Fore, snd a Camers Operstors Certificate. The request can be pertially
completed prior to the individuals arrival at the Badge Of¢ice thua
ssving actunl processing time at the Badge Office. This rwguest foran
could alsc with spproval by the Office of SBecurity be used in lieu of
a visltors peas Tor those people reporting to the Badge Off'ice 40 be
proceased since 1t includes that inforwmetion requested on s visitors
TUBE .
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SECRET

RECEIPTING FOR EMPLOYEE BUXLDING PASEES OR OTHER CREDENTIALS

ATTACHMENT C

Each Agency employee is required to date snd place his signature
upon an IBM card upon initial fecelpt of the Building Pass. This pro-
cedure was instituted to prevent misuse, sbuse or willful destruction
of the Badge and to impert a sense of responsibility to the employee
for the pass. The originel receipted cards are them held by the Badge
Office until the pass is cbsolete, mutilated, or received by the Office
as a result of employee resignation or death.

Pagses and Credentials are also returned to the Badge Office for
safe keeping while the employee ie on assigmment. away from the Head-
quarters Area but the receipt is not cencelled. The employee contimes
to be charged, on record, for the Badge while on a FCB a TDY essigmment.
When the credentisl ie re-issued to the employee again no receipt is
required. Ewployees arriving at Headquarters on TDY Assignmente way
plek up thelr passes temporarily and are not required to recelpt for
them. This temporary return of the badge to the employee is noted in
a log book by employse® . name.

turned in

Upon receipt of these passes and credentisls the Badge Office
prepares a new IBM card reflecting the duty status of the ewployee,
This card is evbsequently forwarded to the Office of the Comptroller
and ie a notificetion thet the nawe of the smployee should be deleted
from the next regilster of badge holders. Upon return of the Enployee
to Beadquarters the name is added to the register sgain after noti-
ficatlion from the Badge Offlce by weans of another IBM card.

No evidence could be found which established a need for these
deletions and additions to be made. There are no known security ime
Plications indllowing the name to remain on the register while
the employee is serving overseasz. While the badge is being held
temporarily by the Badge Office the employee is a legitimate badge
holder and way retrieve the badge upon presentation of a properly
signed request upon his return to Headquariers.

woie g Epd
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PHOTOGRAPHS FOR CABE FILES-CEFICE OF SECURITY-PERSCNNEL~AREA DIVISIONS,
ADMINISTRATIVE OFFICERS

The Bidge Office supplies & copy of asch employee photo
to the Becurity Case File and thes Official Personnel Folder. Extra
Photos are supplied to Area Divisionsg of ID/F wpon request from the
Division. The Badge Office is also consldering giving black and white

vhotographs to Administrative Officers throughout the Agency upon
reguest.

The Printing Services Division, Office of logistics, initally
sends extre photos to the Badge Office for these supplemantal uses.
Upon receipt of the entire photo Package from the Printing Flant the
Bedge Office immediately directs 1 copy of each plioto to the Security
File and the Officisl Personnel Folder, The remmining photos plus
the film negative 4s then Placed in file in the Badge Office. Area
Divisions then wenting photogreaphs may come to the Badge Office and
wll these photographs or submit s request which will be filled by
Badge 0ffice Persomnel.

At the time of this survey no formal request for 1o |
Office of Personnel was on file in the Office, 3 25X1
Eecord 8 rvices Division, Office of Personnel, vho is currently soliciting ‘
comnerelal vendors for a photogragh holder to be inserted in cmse files
wae of the opinion that a formal request for photographs would be mede
to the 0ffice of Security. IHis irxpression was thet it would come from
the Direetor of Personnel

A canvass of the Area Divisions resulted in mixed feelings con-
cerning the need of the ghotograph for their area. EE Division, for !
exsrple, wms under the impression that thay would recelive a complete i
set of photos for their persomns) whether they specifically requested
them or not. HE Area could see no need for a complete set of photos
but rather weanted to request photos s needed. This need would be

on personnel depsriing fronm tha Division would be dastroyed sutomaticrlly.
NE 41d not see a need for colored rhotographs for thair use.

Ythe need for placing s photo in eepga Security Case file must be
considered in relation to the fact that the Badge Office is part of
the Office of Security and that the Office does have access to the
photos of all employees st 81l times, The office pointed out, however
that time was saved wvhen the need #9p & photo arpee  with the review
afafﬁemmmﬁtomaammmeue, They agreed that the
work 1068 would be increased initially to insert the photo insert or holder
in the case file, but felt that it would eventaully become just another
item for file since the new yhotos would merely be inserted inthe folder.
Statistics on apecific inetances when Photographs were sctually needed in
conjunction with a file review were not availsbhle » howvever, 1t is
considered to be a part of the identilication Process.
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Photo will probebly dimlsh. Rach color print now coats 0.164 each.
To supply toth the Official Persomnel Folder and the Case
file with & new colored photo will cost approximately The 25X1

photo or insert holder will cost :lgiuﬁ:ely 0.11¢ each or| | %ggé]

for each office. A total cost of 1 be expended then for this
project vhich does not ineluds the rical filing time nor meintenance
after the system is established.

The clearvest Justification found in the survey for en extra copy
of the employee photograph is that of the Area Divisions of DD/P.
Division Chiefs whose employees are overseas for several years st a
time could make use of the photo in plamning future assignmenta.

SECRET

- On
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fSecurity vielstiona reported to and investigated by the
OIfice of Security sre vecorded on the back of ithe Badge IBM
card of the employse concernad. Recordsd imformetion includes the
date znd nature of the viclation. These violations are uwmelly
backed wp by memoranduns of conditions snd circumstances in the
employes's cese file. Recordings to the cards are made by enmployees
of the Burvey Branch, after normal working bours.

Some inguiries sbout seourity viclations are directed to the
Hadge Office where exployses give aither a negative or affirmstive
reply. Types of viclations recorded include stolen and lost badges,
open safes; lsaving classified materisl out or unprotected, ete.

A vandom sempling of several hundred cards indiented that T5% of the
violstione recorded 414 not pertaln to the Badge or other identifying
credentisls, rether the IBM card simply served as s convenient place
to vecord the 8ate, The original intent of recording such violations
or the IDM card wus to develop = system to permit ensy manipulstion
of the dsts for statistiecsl and survey purpcses. In fact 1t has
never served this purpose.,

The Survey Branch now keeps coples of reporis of violations
which include viclsations incinrred by personmal both in Headquarters
and Overseas. AfGditional coples of reporis of violstions sre
reportedly placed in the indlvidusl Becurity Case Flles. BStatisticsl
informaiion needed could be cbteined for example by Ifiling together
all reports of violations of 2 given type or natamre for a given time
period. 24 homogeneous grouping of the originel report would better
serve the needs of the Office of Security than does the alpsbetically
arvanged IBM Caxd.

Approved For Release 2005/11/21 : CIA-RDP70-00211R000800120046-9
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ATTACHMENT P

IDERTIFICATION OF EMPLOYEE BADGE ENVELOYE

Soveral files now exist in the Badge Offlce where
waterialie acguired &8 & remult of issuing pesses are filed
ag the recoxd of individual trsusactions. The Badge Office
plans o bLring these various files together into an alphadbeitical
file vhers all materials vwill be filed together in an envelope.
Contents would include the extra photogrephs, film negative,
IBY card and occspsionally the pass itself.

Idantification to the envelope and contents would be by the
inserted IBM card with the exployse nsme appearing in the upper
laft hand corner. Should the card become separated from the
envelope & badge nmuber sppearing on the card would then need to
be matched with the nunber sppearing on the FPhotograph. This
matching process would necessitete the removal of the photograph
from the snvelope for this purpose.

IBM cards are now yrepared on individvals for these reasons:

a. Oversesas Assignnent
D. Reaspignment to Hesdquarters

¢. Granting ar Cancellation of access to certain
restricted aresas.

d. Heme Change

Preparstion of cards for the above reasons regulres that the
old card be removed aund the now inserted after prepavstion. Volune
of business normedly preciudes the complete processing of s single
cass before beginning & new one.

Chences of IBM eards beoomlng sepearsated from the proper
envelope are relatively high during a normal 4ay’s business and
would require congiderable searching to mateh the card with the
proper envelope.

SFRBLT
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ATTACHMENT @
VITAL MATERIALS

Inmmmmﬁwthemymm:umtmng

of &ll Agenc m}m&,nmaﬁmwmmmm
for Vitsl Meterials was made to the former ARO, | _ 25X1
| imammmmmmmmmmwm

mimmmmlmwm:u&pmmstomm this depoeit
imsedistely. A review of the cwrrent Vital Materisls Deposit
Schedules does not show thet such a deposit has been meds before.

M%wﬁt@ammmwmﬁm‘ﬁswﬁémgm
to making positive identification in emergency situstions. The grahlem
of up-dating the fils between photogrephing for re-badglng purposen
mmu;wmwammm. This actuslly would
mmwm intermediate dsposits to Xeep the file current
with the syrival and dsparture of exployees.

2%25:5}.} {ifey
s FEE, -
Lifie p
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ATTACIMENT

Files and record material relted to the processing and
isgumnce of bullding passes and other credentials is now stored
in saveral pleces of filing equipment velued at $451k, Adddtionsl
£iling eguipment valued at £131h, houses insctive material. :

To select the most appropriate flling equipment for the
Badge Flle compmrisons of six typdg wore submltted to the Chisf,
Fhysical Security Division, for considersiion. Hince the originel
review of filing equipment mnother called Rotor-Pile, & flat rotary
type., was also investignted w&ﬂa:ﬂ' the Fhysical Security
Diviaion.

Ondly two files of the sgven consldered swet reguirements
conditioned by equipeent capecity, floor spsce svallsble, cost,
and eguipsent appliestion to the filing situation. These two are
the IBM card cabluet and the Elevator Flle. Card cabinets, the
leust expensive, would cost approximetely $700. These csbinets
could be set-up in & desk work-station arrangement 4o bring all files
togather Into a certain location. For maximum working comfort
botton drawers could be left wmged. The Office has found the ceard
eabinat or safe somevhat of a nulssnce due o Mimited accessibility
of the botion drawvers and the need for pulling drawirvs open to gain
sccess to files.

The Elevator f£ile will cost spwoximstely $5000. and will hold
the present file capacity in ons unit. Fature expansion could
howevaer develop the need for another unit, The Elesstor file will
iialt sccessability to the fils %o one perdcn at & time. Iimited
eccegaability would not normelly ceuse & sexrious handicep since
Filing in the office is not a il & hour & day reguirement.
Aoother festure of the Blevator File is the motor driven shelves
shich brings material or files to a vorking helght for the oderator.
The elevator file requiies only s negligeble amount of additional
floor spece in comparison with ithe card cabinets.

The survey of the functions of the Badge Office indicated that
filing and finding material iz not the meajor problem as related to

. efficiency of the offlice, instemd it is the efficlency with whieh

the processing steps of issuing & credential are carried out. The
mechanical and sutomatic features of any type of flling equipment
will therefore not asslist the office in providing fuasier or better
sarvice to the customsr. The general impression of efficiency which
sutomatic or mechanically operaied equipment gives o an office would
be mislesding in this particuiar spplication since the Beadge Office
could not make =fficient use of the capebilities of the devator file.

,,,,,,




Cffice of Tspsonnel

1.

2,

3.

Lo

S

6o

Sends listing of
FOD's to Badge
Office.

Gives 23D con=
nleted Form 1325,
Request for Cre-
dential.

Directs EOD's to
Bullding Guard.
{1300 P.M.)
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BiDGE CFFICE
Physical Building Building Reading Fhoto Photo
Securi ty Guard Receptionist Rooem B&W Calor

Sends Pink
Sheet (Security
Clearance to
Badge Office.

Admits EOD on
basiz of Request
For Credential
Form and directs
0D to Bullding
Receptionist.

Gives EOD Form
1530, Photegraph
Identification,
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Bxhibit 1 « Part 2

Finger
Print Laminating File

Checks Pink
Sheet and
assigns case
mmber to
Physical Des-
cription Form.
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Cffice of Personnel 3geurity

8e

9.

10

Approved For Release 2005/11/21 : 85&&&0-00211R000800120046-9
Building Reading

Bulliding
Ouard

Receptionist Room
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Thoto Photo
B&VYW Color
Calls H0D's

in alphabeti-

cal order.

ECD glves

blank Form 1530
to Photographer
who marks con=
trol number on
1530 and files
on holder.

Pinzar
Print

lLaminating

Fils

Takes Form 1326
from Z0D and
glves EOD Sec~-
urity Proccss-
ing Instructions
Physical De~w
scription Form,
Finger Print
Charty, and Sec=
urity Intro-~
duction Manual.
In soms instan=
ces Badpe Cffice
employes £ills
in Physical De~
scription Form
while EOD waitse.

Directs EOD to
Reading Room
and amssenbles
Request Forms
in Alphaletli-
cal Order.
Gives to Photo
Room,
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Offige of Fersonnel Security Suard Receptionist Room B& S Color Print Leminsting File

1l. : Photographs

EOD and
directs back
te Reading
Roon.

12. Calls #0D's
alphabeti-
cally and
finger printed.
(Approx. 2
min. each) BOD
directed to
Wash Room and
back to Eeading
Room.

13. Finger Print
Form, Physical
Description
Foym to IBM
desk.

ke Camera Form

1530 sent to
TBM desk and
combined with
other forms.

15, EOD's called

from Resding
Hoom for
Color photo-
graphy. BEOD'a
directed back

to Reading




Office of Fgrsonnsl

15

17.

le‘

19.

2°.
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Reading Photo Photo Finger

Receptionist Room Bad Color Pyint Laminating

2
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ECD's glven
two Security
briefings.

Female ROD's
separated from
males and given
lefing by
nurse.

EOD's inatructed
to read and wign
Secrecy Agreement
in presence of $/0
employce, then
dismizsed.

i
1A-RDP70-00211R000800120046-9

IBM operator
punches IBM
card from forms
completed by
KOD. Checks an
destroys Physie:
Description For
Holds punched
cards 2-3 dayse

IBM cards hand~
carried to “K"
Bldg., placed
in sorter and
arrangad alpha=
betically. The
duplicate cards

mmnhad
PRRCaSGs



Cfiice of Zersonnel

¢ }
Physical Bépﬂ{)}\{gd For R’%l%i%f If'.’g()05l1 11%%703%&3 ROOOSOO‘]%(&%G-S
Guard

Security Recsptioniat Room Daw Color

21,

22.

23

25

Filn removed
from camers
and sent teo
Printing Plant
for processing.
(Usually once-
twice per week)
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Finger
Print

laminatineg

File

Duplicate carda
sent to Kachine
Records Divisio
for preparation
of listing.

Original IBM
card held in
File Boom and
matched with
EOD forms

awai ting return
of photos from
Printing Plant.

Prints, cards,
pegative film
returned from
Printing Plant.
Negatlve film
cut and matched
with photoa,.

Photos sorted

into b sets:

1. Badge

2. Security
Case Fils

3, Personnel
Case File

L. Balance for
Photo File



Physical
Offics of Fersonnel euri b

26,

27.

28.

29‘

30.

Gua,

Bul

ujP roved For Rel fse 2005/1 1/%&%.&91&70 ?10%‘01 R00080
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w Roow Bad Solor

Lamdnating

Badges Lamine
ated and placed
in Hold File
with IBM cards.

File

{Lamination of 2 Badges per minute
after initial preparation)

Finger Print
Charts prepared
and forwarded
to FRI.

Eaployes returns
to pick-up
badgse Badge
pulled from Holc
File. BEmployee
receipta for
badge on IBM
cards.

IBN eard filed
alphsbetieally
by employes nam
in TBM Card Fils
Extra photo
rlaced in envel
ope asd filed
in Photo File.

Finger print
classification
fora returned
from FEI and
forwarded to
Security Record
Divisione



office of Yersonnel

Physieal
Security

31.
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Building Buildin Fhoto
Taard Eeceptiomst Rcom 8 & »"f Colox

40OTE: The above orocedure does not include the

daily work messurement (Statdstical Informa-

tion) recorded for reporting purposes.
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Frdnt

Laminating

File

Photos prepared
and sent to
Security Case
file and Pex~
sonnel Case file
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PROZOS 2 BADGING PROCEDURE (Fonis)

BADGE OFFICE

Physical Security Reading Room “hote B & ¥ Photo Color Finger Print

xhibit 1 - Part B

Laminating Room File Room

2.

3.

he

Forwards listing
of ¥0D's to Badpe
Office.

Gives EOD's par-
tially completed
Credential Requsst
Forms. Plus 1
finger-print chart
plus set of proe
ceasing instructions
and instructs EOD's
to complete forms.

EMPLOYEE PROCESSING
ETEREE——————

Sends Security Clear-
ance sheet o Badge
0ffice (Iadividual
Sheets)

Dirests FOD to Badge

Ofﬂae Raaﬂing Room.
\Ylw éﬁ.!l'l

Gives ECD's Security
Regulation Manual.
Allows LS minutes
reading time.
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Chack clearance
sheots against liste
ing and assi

Cgfe Number é'ga nape
on lating if clesys
ance granted « Pree-
pares Badge Envelopa.
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Physical Secm'itz o B Fhoto Color Finger Print Laminating Room File Room

6'

7.

e’

9e

10,

11.

EOD's instructed ) - Photographer prepares
to read and sign ) ~ Name Plates.

Secrecy Agreement

in presence of

5/0 employee.
ED's called ED's photogranhed
alphabetically in COLOR.
for photographing.
Camera operator
keaps photo count
on writing pad.
ECD's finger printed.
(2 mnutes each).
leaves finger print
chart and Credential
Request Form here.
Employee directed to
#ash Room and back
to Reading Room.
EOD's given
ECD briefings
then dsmissal.

545 DGR ?RE?’A&ATIGN AND DOCUMSNT «TION PRCCESSIHG

IEM machine operator
eollects Fianger
Print charts and
Creduntial Request
Fora and arranges
alphahetica]lj .

Prepares IBM Cards
and sends to Machine
Records Division.
Hold Credential Requ
for forms awaiting

; finished photo from
Approved For Release 2005/11/21": CIA-RDP70-00211R000800120046-9 Printing Plarce
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BADGE PREPARATION AND DOCUMENTALTION PROCEBSSING

1z, Removes film
from camera and
forwards to
Printing Plant
for processing.
{twice per week)

13. Firmdisbed prints
plus Film Negatives
receiveg from Print-
ing Plant and sorted
into three sets.

(1. for Badges)
(2. for V.M.)
(3. Balance for

Badge File)

. Badges Laminated

{2 per minute)}
and placed in
Hold File pending
pick-up by 50D.

15. Finger Print Charts
prepared and sent
te FBI.

16, BEmployee picks up
badge, receipts
request forme

17. Places Request Form
. Card with signature
and extra photos in
envelops - then
files in radge file.
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Physieal Seeurity Beading Room Thote 3 & W “hoto Color Finger 'rint laminating Room

BADGE PREYARSTTIOH AND DOCUMENTATION PROCESSING

Recoives finger
print classification
forms from FRI and
files.

HOTE: The above procedure does not include

the dally work messurement (Statistical

Information) recorded for reporting
2Nrpozess
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REQUEST FOR CRENENTTAL

Obsolete previous
editions

FO%JV:[ e
5-61 3
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(38)

NAME U SECIRTTY BT . OFFICE | BADGE TO. | PROCESSING DATE
| i ! i
| ? |
SEX S ————_ ! I e . #,
DATE COF BIRTH I AREA
VALE !
FEMALE |
] i . T I COURTER '
*liBWILDING PSS | | EWP. TDANT. G4 | § LT¥ITED ©aSS |SEC..PASS . | | CONT:CT CRED. f TEMgﬁEg?NTACT f l CSA BADGE ”ﬁ}f FIRE ARMS
REQUEST THIS INDIVIDUAL RE ISS3IED A CTA CREDENTTAL. TT TS IWDERSTOOD THAT ST73JECT MUST COMPLY WITH THE FOLIOWING REQUIREMENTS PRICR TO THE ISSUANCE OF THIS CREDENTIAL:
1 SECURITY INDOCTRTNATION FINGERPRINTS ; :
! DATE | paTE f ‘
) o SIGVATURES ~ e AR T T e e
STgnatureof Employes Date 7T Signature of Enployes e B 5 1= 1 S —
[ —— | SUUIRVI— D _— e e
| Signature of Employee e ’ Dato $ignature of Employee- - Date
]
E |
L’Signat’ﬁré“ of Employée Date “ 1St gnature of - Employee Toate
| {
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EQUIPMERT COMPARISONS
Besed on 100% Capacity being 20,000 Envelopes

cost
IBM Caxrd Cobinets $700.

Bluglafind Blevator Flle 3,965.
Disbold Rlevator Pile 4,190,
Conve'Filer Elevator

Pile 5,292,
Mosler Roto-File 4,485,
Roll-Dex Double-Deck 2,112,
Vassell Rotor-File %,800.
Roll-Dex Trans-Dex L,216.

Piling Capacity
no
12008
1008

50%
50%
Log
100%

5%

Space Regaired

20 8q.
24 sq.
30 »q.

36 sq.

40 sg.
T2 »q.
80 sq.
98 sq.

£
L.
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